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Why 
The Executives Guild? 


To answer intelligently this question, let us 
examine the relationship between NSA and the 
Guild. This relationship is clearly outlined on the 
back of the membership application form every 
applicant for NSA now signs. We quote: 

The National Secretaries’ Association was incor- 
porated as a non-profit organization under the laws 
of Missouri on May 14, 1942. It has a three-fold 
purpose—social, educational, and protective. It is 
not a union or a club or a sorority. It is a professional 
association dedicated to the interests of the secretarial 
profession. 

Inasmuch as a non-profit organization has neither 
capital stock nor stockholders, The National Secre- 
taries’ Association has contracted with The Executives 
Guild for the enrollment of members and financial 
management of its affairs. In thus appointing the 
Guild as its fiscal agent, the Association strengthens 
its structure, because the Guild has been operating 
as a soundly financed organization for profit since 
February 20, 1934. 


In every organization are some rebels and some 
ingrates. Rebels who, to glory in their own 
shouts, are willing to deafen their ears to the voices 
of a satisfied majority. Ingrates who, in their 
utter lack of all moral values, are willing to cut 
off the hands that cradled them. Be not deceived 
when you discover such egocentrics in your own 
midst. Lord Haw Haw and Benedict Arnold 
would have loved them! 


NSA has gone far in its fledgling years. But 
the goal of complete self-reliance has not yet been 
achieved. More remains to be done than what 
has been done. To do what is to be done requires 
capital, especially capital that is willing to assume 
risks to earn a small profit. The Guild has that 
capital. Let us be thankful that it is willing to 
risk it in our behalf. 


However, financial dependence on a strong 
central authority does not necessarily imply a 
lack of democratic processes. In the words of 
John Milton, ‘Strength is made not to rule, but 
to serve, where wisdom bears command”. Firm 
in the conviction that evolution, not revolution, is 
the path of true progress, NSA has consistently 
sought democratic processes through which its 
members might have an increasing voice in shap- 
ing the destiny of their Association. 


The first step in this direction was the creation 
of the National Advisory Counsel in 1943, the 
medium through which every chapter has one vote 
in passing judgment on proposals made by the 
Board of Governors. The next step, to be taken 
in the National Convention at the end of this 
month, is the nomination of a National President 
by a majority vote of the delegates in attendance. 
Thus, in the high office of the National Presi- 
dency will be created between Headquarters and 
Chapters a liaison designed to harmonize and 
guard the interests of everybody concerned. 
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Hon. Jimmie Davis, Governor of Louisiana, be- 
comes an honorary member of NSA’s chapter in 
Baton Rouge. Pictured in the ceremony are 
(left to right): Mary Robinson, recording secre- 
tary; Evalyn Edgerton, president; Governor Davis; 
Sue Cook, vice-president; Marjorie Bullington, 
corresponding secretary; Anita Ponder, treasurer. 
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IN THE SPOTLIGHT 


Port Arthur, Texas: for its decision to participate again 
this year in the Cancer Drive, its unselfish devotion to 
which last year earned for it the gratitude of many suf- 
ferers from this destructive malady. 


Springfield, Illinois: for its new Year Book, printed 
through the courtesy of Hon. Rice W. Miller, Illinois 
Senator from the 38th district. 


Charleston, West Virginia: for continuing to make 
MIDLAND TRAIL one of the newsiest and most com- 
prehensive bulletins among NSA’s many chapters. 


Minneapolis, Minnesota: for the interesting dinner meet- 
ing at which the guest speaker, Lieut. Blodgett, Army 
nurse, gave a gripping talk about her experiences in the 
front lines overseas. 


Baton Rouge, Louisiana: for the impressive tea at which 
eleven new members were initiated into the chapter and 
at which Governor Davis was made an honorary member of 


NSA. 


Salt Lake City, Utah: for the inspirational dinner meet- 
ing at which Miss Nina O. Edwards, the guest speaker, 
talked on “Personality”. 


Tampa, Florida: for continuing to make GASPARILLA 
PARADE, its bulletin of multi-colored pages, one of the 
most artistic bulletins in NSA. 


Muncie, Indiana: for its festive Boss Night Dinner, at- 
tended not only by Muncie members and their bosses but 
also by bosses and members of several other Indiana chap- 
ters. 


Lexington, Kentucky: for having recently added to its 
roster as an honorary member Hon. Charles K. O'Connell, 
Secretary of State of the Commonwealth of Kentucky. 


Little Rock, Arkansas: for having colllaborated with 
three other Little Rock business women’s clubs in sponsor- 
ing an impressive beauty cluture style seview, the mis- 
tress of ceremonies for which was the well known make-up 
artist, Mrs. B. C. Dempsey. 


Ventura, California: for its annual Boss Night Dinner, 
at which Dr. R. V. Baker of Camarillo State Hospital 
talked on “Medicines of the Future”, and Mr. A. R. 
McCormick, Deputy Collector of Internal Revenue, dis- 
cussed “The Qualities of a Good Secretary”. 


Anderson, Indiana: for the first issue of THE TOMA- 
HAWK, one of the best bulletins among the many new 
chapters added to NSA in the last two months. 

Chattanooga, Tennessee: for the inspirational dinner 
meeting at which Mrs. Madeline P. Barry, the “Nancy 
Love” of radio fame, talked on “Clothes and Personality”. 


Springfield, Missouri: for having netted $190 for its 
treasury by staging two gay benefit bridge parties. 


Lincoln, Nebraska: for its enjoyable dinner meeting at 
which the guest speaker, Mr. Harold Fuller, of the State 
Health Department, talked on “Infantile Paralysis” and 
illustrated his lecture with instructive films. 


Kansas City, Missouri: for the beautiful orchid corsage 
which it presented to its distinguished member, Rose Con- 
way, personal secretary to President Harry Truman, dur- 
ing her recent visit in Kansas City. 


Cheyene, Wyoming: for its gay Boss Night Dinner, at 
which the principal speaker, Mr. James A. Greenwood, 
president of the Cheyenne Chamber of Commerce, talked 
on “The Chamber and-Its Relation to City Growth”. 


Waterloo, Iowa: for the clever drawings in its bulletin, 
VICTORY CHATTER, truly a tribute to the art of mime- 
ography. 

San Antonio, Texas: for the good commonsense shown 
in raising its monthly chapter dues from 50c to $1, thereby 
eliminating special assessments for special social activities. 


Fort Smith, Arkansas: for the delightful dinner meeting 
at which the guest of the evening, Miss Reba Mae Kasten, 
gave a most interesting reading entitled “The Old Maid”. 


Denver, Colorado: for its very attractive Year Book, the 
cover of which simulates tree bark, in tribute to the chap- 
ter'’s name, EVERGREEN CHAPTER. 


Jefferson City, Missouri: for a very interesting dinner 
meeting, following which Mr. P. F. Rector, of the State 
Board of Health, showed two films on public health educa- 
tion. 


Chicago, Illinois: for the delightful dinner meeting at 
which Miss Rea Seeger, fashion expert of the CHICAGO 
TRIBUNE, gave an interesting discourse on fashions. 


Louisville, Kentucky: for having founded a Scholarship 
Fund, the money in which is to be used for paying for 
an advanced secretarial course for some deserving young 
woman each year. 


Lubbock, Texas: for the instructive dinner meeting at 
which Mr. L. G. Harmon, an authority on the dairy pro- 
ducts industry, gave an interesting lecture about that in- 
dustry. 


Oklahoma City, Oklahoma: for the delightful dinner 
meeting at which Mrs. Virgil Browne, guest speaker, gave 
a most entertaining and instructive account of her cam- 
paign for the adoption of the Redbud as the state tree 
and also of her efforts to beautify the Oklahoma land- 
scape with the Redbud’s bright blossoms. 


Colorado Springs, Colorado: for its new letterhead, em- 
blazoned arcoss the top of which is a magnificent litho- 
graph of majestic Pikes Peak. 


(Continued on Page 4) 
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Hollywood, California: for having recently added to its 
educational program a series of discussions of psychology. 


Tulsa, Oklahoma: for its gay Boss Night Dinner at the 
Junior League Tea Room, at which more that fifty Tulsa 
bosses were dined and entertained by their secretaries. 


Bloomington, Illinois: for the outstanding bulletin of the 
month, NOTES FROM CON BRIO, cleverly designed to 


simulate a stenographer'’s notebook. 


Memphis, Tennessee: for the delightful dinner meeting 
at which Miss Grace Holloway presented an interesting 
sketch of Franz Schubert's life, followed by Miss Virginia 
Smith’s rendition of several of the composer's great compo- 
sitions. 


Orlando, Florida: for the thrilling dinner meeting at 
which Captain Carlos Fallon, the guest speaker, talked on 
“Jungle Life in South America”. 


Davenport, Iowa: for the interesting dinner meeting in 
the club recom of the Lend-a-Hand Club, at which the 
guest speaker. Miss Janice Lancaster of radio station WOC, 
talked on “Radio”. 


Richmond, Indiana: for the first issue of TAKE A 
LETTER, which gives promise of developing into one of 
NSA's best bulletins. 


Galveston, Texas: for having launched a year-round pro- 
ject of providing clothes and other necessities for needy 
children suggested by teachers throughout the various 
schools of Galveston. 


Abilene, Texas: for the important role it has played in 
the March of Dimes as part of the nation-wide program of 
raising funds for Infantile Paralysis, Inc. 


San Diego, California: for its membership campaign, 
launched in the form of an impressive reception at the 
University Club, to which many prospective members 
were invited. 


Greeley, Colorado: for a highly instructive meeting at 
which members enjoyed two moving pictures: “South of 
the Border with Disney’, and ‘I Want to be a Secretary”. 


Amarillo, Texas: for the jokes printed in its bulletin, 
THE TUMBLEWEED, consistently every month the best 
collection of humor in NSA. 


Until our mag..z:ne becomes larger, space will not permit mention of every chapter's activities every month. 





WE WELCOME 


San Francisco, Cali‘ ornia—Installed February 1 by regis- 
trar Louise Frick. Officers: Miriam Ford, president; Dar- 
lene Pardee, vice-president; Roberta Zoeller, recording sec- 
retary; Helen Hartman, corresponding secretary; Gladys 
Burke, treasurer. 


South Bend, Indiana—Installed January 24 by registrars 
"suline “erry and Marguerite Henderson. Officers: Dina 


Lectoor. rresidert. Marie H. Luther, vice-president; Irma 
7atl recsin: cecretary: Deloris Dodson, corresponding 
secre. Mrs L:yeane Simper, treasurer. 


Kansas City, 1/.:2sas—Installed January 10 by registrar 
jean Ward. Officers: Mrs. Almeda Sample, president; 
Faye Richards. vice-president, Agnes Chop, recording sec- 
‘etary; Emma Jakowatz, corresponding secretary; Florence 
Slupske. treasurer. 


Lawrence, Kansas — Installed January 11 by registrar 
Mildred Mitchell. Officers: Marjorie Mulvaney, presi- 
dent; Margaret Brock, vice-president; Frances Sullivan, re- 
cording secretary; Mildred Petefish, corresponding secre- 
tary; Winifred Matter, treasurer. 


Yankton, South Dakota—Installed February 5 by regis- 
trar Hazel Campbell. Officers: Rose Neiland, president; 
Gerda Madson, vice-president; Mary Ann Sprakel, record- 
ing secretary; Alice Rath, corresponding secretary; Olive 
Learned, treasurer. 


Jacksonville, Illinois—Installed February 6 by registrar 
Jean Scholz. Officers: Bessie Brown, president; Marylou 
Hankins, vice-president; Eleanor Crum, recording secretary; 
Dorothy Crabtree, corresponding secretary; Pauline Bird, 
treasurer. 


Lima, Ohio—Installed January 25 by registrar Jean 
Ward. Officers: Frances Siple, president; Betty Dielman, 


vice-president; Lois Snyder, 


recording secretary; Betty 


Trask, corresponding secretary, Grace Stephan, treasurer. 
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PICTURE 
PARADE 


NSA installs in Columbus, Ohio. Seated (left to 
right): Hazel Mindling, treasurer; Mary Zuber, 
corresponding secretary; Virginia Scouten, record- 
ing secretary. Standing (left to right): Veva Stev- 
enson, vice-president; Mr. Wilbur Bull, Industrial 
Manager of the Columbus Chamber of Commerce; 
Anne Payton, president. 





Minneapolis chapter installs new officers. Left to 
right: Harriet Estenson, vice-president; Florence 
Quaal, treasurer; Helen Berg, president; Ruth Kin- 
caid, corresponding secretary; Helen Haga, record- 
ing secretary. 


Louise Frick, National 
Registrar 


Juanita Reeves of To- 
peka, Kansas, secretary 
to Hon. Alf M. Landon, 
former Governor of Kan- 
sas. 





NSA installs in South Bend, Indiana, L. to R.: Pauline Berry, registrar; Irma 
Zahl, recording secretary; Maris Luther, vice-president; Dina DeStoop, president; 
Delores Dodson, corresponding secretary; Marguerite Henderson, registrar. | 








Best prom the Bulletins 


City Banker (visiting the farm): “I suppose 
that’s the hired man?” 

Farmer (who had visited banks): “No, that’s 
the first vice-president in charge of cows.” 
—CHAT-TA-NEWS (Chattanooga, Tennessee) 


St. Peter: ‘“‘How did you get up here?” 
Latest Arrival: ‘Flu.” 
—GOPHER CHATTER (Minneapolis, Minnesota) 


A visitor at an asylum was watching one of the 
inmates pushing a wheelbarrow upside down. 

“That's not the way to push that thing,” the 
visitor exclaimed. “You're pushing it upside 
down,” 

“Oh, am I? I used to push it the other way, and 
they put bricks in it!” 
—GASPARILLA PARADE (Tampa, Florida) 


You may call a woman a kitten, but you must 
not call her a cat. 

You may call her a mouse, but you must not call 
her a rat. 

You may call her a chicken, but you must not 
call her a hen. 

You may call her a vision, but you must not 
call her a sight. 
—THE SALUTE (Salt Lake City, Utah) 


Two Bishops registered at a Montreal hotel. 
When they went to bed that night, one of them 
wore pajamas and the other wore a nightgown. 
Which wore the nightgown? We are told it was 
Mrs. Bishop. 


—MIDLAND TRAIL (Charleston, West Virginia) 


A business man was examining an applicant for 
the job of bookkeeper. “Of course, you under- 
stand double entry,’ he asked. “Sure,” replied 
the applicant, ‘the last job I had I kept books 
triple entry: one set for the boss, showing the 
real profits; a second set for the stockholders, 
showing no profits; and a third set for the income 
tax collector, showing a loss.” 

—THE TUMBLEWEED (Amarillo, Texas) 


Once upon a time, so the story goes, the fence 
between heaven and hell broke down. St. Peter 
telephoned Satan the news, and said: “It’s your 
turn to fix it this time.” 

“Sorry,” said the boss of the lower regions, 
“but I'm too busy to be bothered about a fence.” 

“I£ you don’t fix that fence,” blustered St. 
Peter, “I'll sue you for breaking our agreement.” 

“You don’t say,”” snickered the devil, “and 
where are you going to get a lawyer?” 

—SOUTHERN BELLE (Baton Rouge, Louisiana) 


New Boss: “I hope, Miss Doe, that you under- 
stand the importance of puncutation?” 

Miss Doe: ‘Well, eight-thirty in the morning 
is a little early, but I guess I can make it.” 
—THE INDIAN PAINTBRUSH (Cheyenne, Wyoming) 


Edna: “So you're a young woman with both 
feet on the ground? What do you do for a 
living?” 


Ruth: “Take orders from a guy with both feet 
on a desk.” 
—THE LASSO (Tulsa, Oklahoma) 


A sailor in a chapel was seen to bow silently 
whenever the name of Satan was mentioned. One 
day the minister met him and asked him to ex- 
plain. ‘“Well,” said the sailor, “Politeness costs 
nothing—and you never know.” 

—LAKE SHORE BREEZES (Chicago, Illinois) 


Two girls handed the cashier of a cafeteria a 
slip of paper with the figures “1004180” on it. 
This satisfied the cashier, who let them pass 
without paying. 

“Why?” 

“Well, it reads: ‘I owe nothing for I ate noth- 
ing’.” 

—THE WAGON WHEEL (Kansas City, Missouri) 
PUNCTUATION IMPORTANT 

Woman: Without her, man would be a savage. 

Woman, without her man, would be a savage. 
—THE LIMELIGHT (Birmingham, Alabama) 
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“Busy Right Now, Miss Tresh?” 


Courtesy of LOOK, 
America’s family magazine. 
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The stormy March is come at last, 
With wind, and cloud, and changing skies; 


I hear the rushing of the blast 
That through the snowy valley flies. 


Ah, passing few are they who speak, 
Wild, stormy month, in praise of thee; 
Yet though thy winds are loud and bleak, 
Thou art a welcome month to me. 


For thou, to northern lands, again 

The glad and glorious sun dost bring; 
And thou hast joined the gentle train 
And wear'st the gentle name of Spring. 


Then sing aloud the gushing rills 
In joy that they again are free, 
And brightly leaping down the hills, 
Renew their journey to the sea. 


Thou bring’st the hope of those calm skies, 
And that soft time of sunny showers, 
When the wide bloom on earth that lies, 
Seems of a brighter world than ours. 


—William Cullen Bryant 











THE STORY OF THE MONTH 


March was until the time of Julius Caesar the 
first month of the year. However, by many 
nations it was not accepted as the third month 
legally until the middle of the eighteenth century. 
Its name, which has come down from ancient 
times, was given it in honor of the war god Mars. 
Inasmuch as it is the month in which falls the 
vernal equinox, it is a month of two seasons— 
winter and spring. The violet is March's flower, 
and the bloodstone is its gem. 


BUSINESS AND DINNER MEETING 


In March were born many famous men and 
women. In their accomplishments is inspiration 
for all of us. Therefore, it is suggested that the 
guest speaker at this meeting choose as his or 
her subject one of the following: Alexander 
Graham Bell, the inventor; Luther Burbank, the 
botanist; Elizabeth Browning, the poetess; Johann 
Strauss, the composer; David Livingstone, the 
explorer; William Jennings Bryan, the statesman; 
Michaelangelo, the painter. 

If a guest speaker is not available for one of 
these inspirational biographies, it is suggested 
that you seek somebody of prominence in your 
community to discuss some problem of current 
interest nationally or locally. A second alterna- 
tive is an open forum (without a guest speaker ) 
in which all members may join in a discussion of 
the articles in this issue of the SECRETARY 
dealing with Better Speech, the Letter Clinic, and 
Personality Development. 
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SAINT PATRICK PARTY 


Gentile or Jew, Protestant or Catholic, Euro- 
pean or American—of what difference when the 
spirit of Saint Patrick Day is concerned? Truly 
indeed is the shamrock the symbol of singing 
hearts and of warm fellowship. 


Let this be the keynote of your Saint Patrick 
Party. Dust off the piano keys. Bring out the 
old favorites, the words of most of which have 
been familiar to all of us since cradle days— 
Mother Machree, When Irish Eyes are Smiling, 
The Wearin’ o' the Green, Where the River 
Shannon Flows, A Little Bit of Erin, and Cushla- 
Ma-Chree. An old-fashioned songfest is good 
for the hearts of all of us! 


A Saint Patrick Party is one of the easiest for 
which to buy appropriate decorations. In almost 
every dime store are inexpensive satin sham- 
rocks, little clay pipes, and green paper hats. 
Too, almost every caterer recognizes the day by 
providing dainty cookies and bright green pista- 
chio ice cream or sherbert. And, of course, for 
those of you who like the warmth of a little nip, 
there is always the after-dinner solace of song- 
stimulating green creme de menthe. 

So—let’s have a party! 





BETTER SPEECH 


by G. R. TurNER 


Kind of a: The article a is superfluous with 
kind of, as “What kind of a house do you have?”, 
“What kind of a car do you drive?”. Omit a 
in these sentences. The same rule applies to 
sort of. 


Mean: As an adjective, this word cannot 
correctly be used in the sense of unkind, selfish, 
disobliging, or ill-tempered, as ‘‘Why are you so 
mean?”. Equally incorrect is its use in the sense 
of difficult, as “That was a mean job”; or in 
the sense of ashamed or uncomfortable, as “I feel 
mean about it’. It is correctly defined as stingy, 
shabby, of little value, or of poor quality. 


Refer back: This expression is usually, if not 
_ always, redundant. In other words, back is super- 
fluous. Say ‘Please refer to our original con- 
tract’, not ‘Refer back to our original contract”. 


Unique: This word is not to be used in the 
sense of unusual, uncommon, rare, or remarkable, 
as ‘That house is rather unique”. Unique prop- 
erly means single, sole, the only one of its kind. 
It cannot be defined by very, rather, more, or 
similiar words. A thing is either unique or not 
unique. 


Right away: This expression has no place in 
correct speech. The same applies to right now. 
Both are colloquialisms meaning immediately or 
at once. Instead of saying “We shall leave 
right away’, say “We shall leave immediately” 
or “We shall leave now”. 


Extra: It is not good usage to employ this 
word in the adverbial sense of unusually, as ‘“You 
have done an extra good job”. It is better to say 
“You have done an unusually good job”. 


At about: In expressions concerning time, use 
one or the other of these two words but not both. 
Instead of saying “Meet me at about three 
o'clock", say “Meet me about three o'clock” or 
“Meet me at three o’clock’’. 


Balance: This word is incorrect for remainder, 
except in bookkeeping, as “My balance at the 
bank’’. Never say ‘The balance of the day, week, 
or year’. Use remainder or rest in all of these 
instances. Never say “The balance of the letter, 
article, speech, or book’. Likewise, substitute 
remainder or rest. 


Consensus of opinion: Entirely redundant is 
of opinion. Consensus means agreement in opin- 
ion.. Therefore, say ‘“The consensus of the meet- 
ing” or “The consensus of the group’’. 


Beat: This word means to strike; punish; tread. 
(as a path). It is never a synonym for defeat. 
Do not say ‘Navy beat Army in football’: say 
“Navy defeated Army in football’. 


Out of: In this combination out is usually 
superfluous and incorrect. Instead of saying 
“Nine out of ten secretaries’, say “Nine of ten 
secretaries’. Similiarly, do not say “It made a 
man out of him”; instead, say “It made a man of 
him”. 

Although and though: Grammatical correct- 
ness sanctions these conjunctions as interchange- 
able. Use whichever has the more pleasing sound 
in combination with the words surrounding it. 


HOW DO YOU PRONOUNCE IT? 


Word Preferred Secondary 
envelope en've-lohpe on’ve-lohpe 
escrow ess-crow’ ess’crow 
fuselage fiu’ze-lij fiu-ze-lahzh” 
frontier fron-teer’ fron’teer 
gala gay'luh gah'luh 
inquiry in-kwyre’i in’kwi-ri 
leisure lee’zhur lezh’ur 
lever lev’ur lee’vur 
neither nee’thur nye’ thur 
omelette om’uh-let om'let 
pianist pi-an’ist pee’uh-nist 
spectator spek-tay’tur spek’tay-tur 


G. R. Turner, former newspaper columnist and now? 
editor of THE SECRETARY, conducts this department 
as a regular feature each month. Mr. Turner will be glad 
to answer free of charge any member's questions pertain- 
ing to better speech. Merely address your questions to 
him at 1005 Grand Avenue, Kansas City 6, Missouri. 
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THE LETTER CLINIC 


MAKING THAT SALE 
by AuinE E. Hower 


As the editor of a magazine on letter writing 
used to say, “Anything that can be sold can be 
sold by mail." As far as I know, this statement 
has never been disproved. 


How many firms need to sell today? 
Every single one. 
FOUR PARTS 


The complete sales process consists of four 
principal parts: (1) gaining favorable attention, 
(2) creating a wish for the article or service, (3) 
convincing the prospect through facts or figures 
that he should have it, and (4) making his action 
easy. 


Sometimes a sales letter will aim for all, some- 
times for only part of these steps. 


When we go to a restaurant, the sales process 
takes very little time. All four steps are crowded 
into a quick decision. A given food gets our (1) 
favorable attention. Being hungry, we have a de- 
cided (2) wish for it. The price is within our 
means, so we are (3) convinced that we quickly 
take (4) action and order. 


When considering a more costly purchase, 
however, the four sales steps usually take more 
time. We sometimes ponder long over step num- 
ber 3, convincing ourselves that we really should 
buy a given article, after it has gained our favor- 
able attention and we know we really would like 
to have it. So does the reader of our letters. 


A young salesman had been calling on certain 
firms in his territory for three years without suc- 
cess. Finally he and his employer worked out a 
plan to send a sales letter to 60 unresponsive 
firms. 


Forty orders amounting to about $5,000 im- 
mediately resulted, including five from the largest 
firms in his territory. Here is his letter: 


(FAVORABLE ATTENTION) 


“There's something I'd like to ask you to do for me, 
but I'm a little hesitant as to just how to go about it. 

“For nearly three years I’ve been calling on you. 
You've been kind enough to listen to my story—you've 
heard me talk about our general products, about our 
service, and about some of our special products that 
I thought would be of interest to you. 

“Because of the nature of your business, I fully 
realize that it doesn’t often happen you are ready to 
place an order at the time of my call. I might be 
a day or two early or possibly a few days late. 


(WISH) 

“My boss, Mr. Olson, suggested that I write you 
in advance of my next visit. ‘Explain frankly that 
you're trying hard for as many personal orders as 
possible,’ he said. ‘I’m sure your friends will be 
glad to do what they can.’ 


(CONVICTION) 


“So, I am following his suggestion—I am writing 
to ask if you will be good enough to check now on 
your supply, and if any product is low, let me write 
up an order when I see you. You'd be helping me a 
lot, Mr. Hutchinson, and of course you needn't 
worry about the size of the order. Fifty pounds or 
five hundred—anything at all will be mighty welcome. 


(ACTION) 

“This is the first time I have done anything like 

this and if you can possibly ‘save’ an order for me, 
believe me I'll appreciate it more than I can say. 

Instead of criticizing the unresponsive custom- 
ers, as the young salesman might have been 
tempted to do, he considered the situation from 
their point of view. 

Among the sales letters which are written by 
most organizations are quotations in answer to 
inquiries. 

Too frequently we assume that the reader 
knows more about our product than he does. Here 
is a quotation written by an expert sales manager 
about a commodity that one might assume all 
of us pretty thoroughly understand: 

Here is a sample of our two-inch sixty-pound triple 

C gummed tape, the finest grade on the market today. 

It is made from 100 per cent sulphate craft, and 
the unusual pliability of the paper allows it to fold over 
corners and edges of the package easily. The glue 
is of the very best, too, and when the tape comes in 
contact with the surface of the package or container, 
an instant adhesion takes place. It is not necessary 
to emphasize excessive rubbing or patting to make 
it stick. I know that you will be pleased with it, 

Mr. Jones. 

Perhaps an inquiry is from a customer who 
bought the same commodity six months ago. He 
should know all about it. But many things have 
happened to make him forget. So it is well to re- 
mind him that the quotation is on the same high- 
quality material as before, or that it is improved 
in a given detail, or whatever may happen to be 
the case. 

In the sales letter picture today, high pressure 
has no part whatever. Recognition that the read- 
er’s mind must go through the four steps, atten- 
tion, wish, conviction, and action, means that the 
sales process is really an educational process. Not 
until the reader's mind has logically determined 
that he should buy, will the sale take place. 





Aline E. Hower, nationally known Letter Counselor of the HOWER LETTER IM- 
PROVEMENT SERVICE, is the author of the interesting series of twenty-six articles on 
Letter Writing which recently appeared in the Christian Science Monitor, to whom credit is 


given for reproduction of the article above. 


Miss Hower, who has recently been appointed 


Letter Writing Counselor for NSA, will be glad to answer free of charge any NSA 
member's questions pertaining to letter writing. Merely address your questions to her at 
6321 Natural Bridge Road, St. Louis 20, Missouri. 
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PERSONALITY DEVELOPMENT 


by H. Rosinson SHIPHERD, PuH.D.,Litt.D. 


COURAGE — SELF-RELIANCE 


The wise ones say that a really brave person 
is not one who is never afraid, but one who is 
afraid and conquers his fear. 


Have you ever heard night noises that made 
goose-pimples come out all over you, and then 
gone straight ahead as though you weren't afraid? 
That was courage. 


Were you ever out walking with a child and 
had a huge dog come rushing at you, growling 
and snarling, while your blood froze in your 
veins, yet you instinctively pushed the child be- 
hind you and faced the terrifying beast? That 
was courage. 


Have you ever had ink blots spoil a lot of rush 
work you had managed to finish; and then, taking 
time only to report the accident to the office 
manager, gone swiftly, quietly back to work to do 
the job over? That took courage, didn’t it? 


When you pick yourself up after some such 
overwhelming fright or shocking disappointment, 
and quietly, firmly get hold of yourself and “carry 
on,’ as the English expressively say, you are 
showing the kind of self-reliant courage that is 
priceless, and that makes you the envy of the 
week-kneed and the pride and joy of your em- 
ployer. 


No, courage is not fearlessness—the absence of 
fear or shock; if it were, a post or a stone or a 
phlegmatic cow chewing her cud under a tree 
would be the very pattern of courage. It is that 
inner strength of mind and spirit which makes it 
possible for you to get up, dust off your clothes, 
and perhaps smilingly say, ‘““Well, I must have 
cut quite a figure that time!” 


If you are a first-aid helper in an air-raid, and 
you are working in a shelter on someone who has 
been hurt, and another bomb explodes, this time 
close to your shelter—your hands may tremble, 
your body wince, but you go straight on with 
your ministry of healing. For you have courage. 


In a piping time of peace, you may suddenly, 
shockingly, unexplainably lose your position. 
When you are sure there is no help for it, you 
put on your things and walk quietly out to the 
elevator, with your chin up, with your mind al- 
ready facing forward toward the new position 
you are going after. For you have courage. 


With that quality in your personality, nothing 
can ever defeat you. 


Poe. Roe 


1. Start Your Word-Hunt.—Fortify yourself 
in this inner strength by associating with all the 


words you can think of that suggest it. Here are 
a few: 


brave, bravery resolute, resolution, resolved 
valor, valorous, valiant bold, boldness 

heart strong, strong-hearted 

spirit, high-spirited daring, daringly 

gallant, gallantly intrepid, intrepidity 

heroic, heroism confident, confidence 


nerve self-reliant, self-reliance 
mettle grit 

pluck, plucky hardihood 

fortitude firmness 

backbone confront danger 


2. Sentence-Making. — Numberless statements 
worth writing out will come into your mind about 
men and women of great heart. 


“Nathan Hale must have stood erect and unafraid 
as he faced his death.” 

“Courage never to submit or yield’ (Milton's 
Satan). 

“We were panic-stricken; but he took hold of 
the situation so calmly that we forgot to be 
afraid.” 


3. Read “Adrift on an Ice-Pan.” Do you know 
that great little story by Sir Wilfred T. Grenfell? 
If you don't, get it; if you do, get it and re-read 
it. There is perhaps no finer modern tale of self- 
reliant courage and resourcefulness in the face of 
death. And Mary Wilkins’s “The Revolt of 
Mother” In A New England Nun. 


4. Your Other Reading.—Literature is full of 
great instances of courage in the face of disap- 
pointment, danger, and death. Madame Curie, 
Joan of Arc, Edith Cavell, come instantly to your 
mind. Read in “I Married Adventure” what Osa 
Johnson says about being paralyzed by fear; 
read what Browning's Childe Harold did with 
his fears; read in Tennyson's “Revenge’’ what 
Sir Richard Grenville( Dr. Grenfell’s ancestor ) 
did when 53 great Spanish warships attacked his 
single little ship; remember Sergeant York bring- 
ing in his 132 German captives (do you suppose 
he felt no fear?); remember Vern Haugland and 
Eddie Rickenbacker. And read also Emerson's 
great and immortal little essay on “Self-Reliance.” 


5. Your Letters about Courage.— The very 
best way, perhaps, in which you could put this 
great quality in letter form, to hearten yourself 
and others, would be to write a series of letters 
about courageous, heroic men and women, from 
your daily reading and from your memory and 
life; write them either to a real friend or for an 
imaginary one,— 

“Hearten his heart as friend befriends his friend 
less brave, 


Make burn the faiths that cool, and cool the 
doubts that burn.” 
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—Donated by a Gov't worker in 


Washington, D. C. 
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MEMORANDUM TO: The Staff 
SUBJECT: The Death Of Government Workers 


It has been brought to our attention that many employees 
are dying and refusing to fall over after they are dead. THIS 
MUST STOP! 


On or after December 15th any employee found sitting up 
after he has died will be dropped from the payroll at once (i.e. 
within 90 days). When it can be proved that he is being sup- 
ported by a bench or property marked ‘‘U. S. Government,” an 
additional 90 days will be granted. The following procedure 
will be strictly followed: 


If after several hours, it is noted that a worker has not 
moved or changed position, the supervisor will investigate; be- 
cause of the highly sensitive nature of government employees 
and the close resemblance between death and their natural work- 
ing attitude, the investigation will be made quietly so as not to 
disturb the employee if he is only asleep. If some doubt exists 
as to the true condition of the employee, extending a Government 
check is a fine test. If the employee does not reach for it, it may 
be assumed that he is dead. In some cases that instinct is so 
strongly developed, however, that a spasmodic clutch or reflex 


action may be encountered. DON’T LET THIS FOOL YOU! 


In all cases a sworn statement by the dead person must be 
filled out on a special form P. U. 66.78,33414.10. Fifteen 
copies will be made; three copies are to be sent to Washington 
and three copies are given to the deceased. Destroy the rest. 


On Form 22 W, Application for Permanent Leave must 
also be filled out by the employee. Be sure to include correct 
forwarding address. If he cannot write, his signature must be 
witnessed by two other employees, preferably alive. Complete 
case by pushing body to one side to make room for the next in- 
cumbent. 

By Order Of 
/s/ RIGOR MORTIS, M. D. 








¢ 


from 
THE INDIAN PAINTBRUSH 
Cheyenne, Wyoming 














St. Louis, Missouri 
Topeka, Kansas 
Tulsa, Oklahoma 
Little Rock, Arkansas 
Kansas City, Missouri 
Ft. Wayne, Indiana 
Davenport, Iowa 
Springfield, Missouri 
Omaha, Nebraska 
Pontiac, Michigan 
Birmingham, Alabama 
Nashville, Tennessee 
Rockford, Illinois 
Wichita, Kansas 
Austin, Texas 
Ft. Smith, Arkansas 
Chicago, Illinois 
—. Missouri 
vansville, Indiana 
Denver, Colorado 
Cedar Rapids, Iowa 
Memphis, Tennessee 
Salina, Kansas 
Big Spring, Texas 
Waterloo, Iowa 
Bloomington, Illinois 
Albuquerque, New Mexico 
Charlotte, North Carolina 
Enid, Oklahoma 
El Paso, Texas 
Columbus, Ohio 
East St. Louis, Illinois 
Decatur, Illinois 
Louisville, Kentucky 
Orange, Texas 
Detroit, Michigan 
Sioux City, Iowa 


Cities in Which 
NSA CHAPTERS 
Have Been Gormed 


St. Paul, Minnesota 

Salt Lake City, Utah 
Monroe, Louisiana 
Pueblo, Colorado 

Des Moines, Iowa 
Ventura, California 

Port Arthur, Texas 
Hollywood, California 
Muskogee, Oklahoma 
Shreveport, Louisiana 
Wichita Falls, Texas 
Lincoln, Nebraska 

Miami, Florida 
Chattanooga, Tennessee 
Bartlesville, Oklahoma 
Jefferson City, Missouri 
Minneapolis, Minnesota 
Sioux Falls, South Dakota 
Cheyenne, Wyoming 
Colorado Springs, Colorado 
San Angelo, Texas 
Muncie, Indiana 

Atlanta. Georgia 

Baton Rouge, Louisiana 
San Bernardino, California 
San Francisco, California 
Richmond, Indiana 

North Platte, Nebraska 
Okmulgee, Oklahoma 
Oklahoma City, Oklahoma 
Santa Barbara, California 
Texarkana, U. S. A. 

San Antonio, Texas 
Orlando, Florida 
Amarillo, Texas 
Bakersfield, California 


Quincy, Illinois 
Beaumont, Texas 
Charleston, West Virginia 
Dayton, Ohio 

San Diego, California 
Seattle, Washington 
Lubbock, Texas 
Lexington, Kentucky 
Tampa, Florida 

Fresno, California 
Galveston, Texas 
Huntington, West Virginia 
Springfield, Illinois 
Corpus Christi, Texas 
Parkersburg, West Virginia 
Abilene, Texas 
Indianapolis, Indiana 
Galveston, Texas 
Riverside, California 
Ottumwa, Iowa 

Terre Haute, Indiana 
Peoria, Illinois 
Burlington, Iowa 
Galesburg, Illinois 
Greeley, Colorado 
Anderson, Indiana 
Toledo, Ohio 

Shawnee, Oklahoma 
New Orleans, Louisiana 
South Bend, Indiana 

San Francisco, California 
Kansas City, Kansas 
Lima, Ohio 

Lawrence, Kansas 
Yankton, South Dakota 


Jacksonville, Illinois 


This is only a partial list. New chapters are being added constantly. 


Your NSA Monogram Stationery is available in blue, green, orchid, peach, ivory, white—specially designed at $1.50 
(plus tax in Missouri)—G. S. Robertson, 229 Ward Parkway, Kansas City, Mo. 














